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PREFACE

This guide is one of several resource docunents devel oped by the Key
Wves Working Goup which net in July 1992 under the auspices of
Headquarters, U.S. Marine Corps, Human Resources Division. A list of
t he menbership of the Wrking Group, which represented a cross section
of the Marine Corps, is provided on the foll ow ng page.

The major task of the Wrking Group was to design and outline the
docunents required to support the Key Vol unteer Network throughout the
Marine Corps. The task was acconplished with great enthusiasm and
creativity.

The acconplishnents of the Wirking Group will have a far reaching
i mpact. Marines and Marine famlies everywhere, now and in the future,
wi |l benefit fromthe outstanding contributions nade by these pioneers
in the Key Vol unt eer Network.
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THE KEY VOLUNTEER NETWORK

TRAI NI NG GUI DE

This is the Key Volunteer Network Training Guide. 1t provides those
who are tasked with training nenbers of the Key Volunteer Network with
the essentials of organizing and inplenenting a training program
Nornally, the training itself will be conducted by the Family Service
Center (FSC). Wen there is no local FSC, the Key Vol unteer Coordi nator
may organi ze or conduct the training.

This Guide is designed as a conplete training program Mdule | -
Establ i shing a Key Vol unteer Training Program- addresses essenti al
i ssues in the preparation and establishnent of a Key Vol unteer Training
Program and specific guidelines for program coordi nators/|ead trainers.
Modul e Il - Key Volunteer Training Instructor’s Guide - provides
conpl ete Basic Training sessions allowing trainer(s) to conduct a viable
trai ni ng program incl udi ng suggested transparenci es and nenber
exercises. Some individual sessions are available in video format.
Module 111 - Key Volunteer Training Participant’s Guide - is intended
for distribution to participants for use as a handbook during the
training course and as a resource after conpletion of training.

Additional materials in support of the Key Vol unteer Network
i ncl ude:

Conmandi ng O ficer’s Quide
Key Vol unteer Coordinator’ 5 Guide
Key Vol unteer’s Quide

The Conmandi ng O ficer’s Quide provides commandi ng officers (CO s)
with a description of the purpose of the Key Vol unteer Network and
suggest ed gui dance regardi ng establishnent and support of the Network.

The Key Vol unteer Coordinator’s Guide is the primary docunent for
Key Vol unteer Coordinators. It differentiates the major roles and
responsibilities of the Key Vol unteer Coordi nator and the Key
Vol unt eers.

The Key Vol unteer’s @uide provides descriptions of the roles and
responsibilities of others within the Key Volunteer Network (Co, Famly
Readi ness Officer, Advisor, and Key Vol unteer Coordinator). Detailed
i nformati on regardi ng the day-to-day functioning of the programfromthe
Key Vol unteer perspective is also provided in the Key Volunteer’s Cuide.
The Key Vol unteer Coordi nator should be familiar with this document.



Thr oughout the Guides, the Key Volunteer Network is described as
assisting Marines and their famlies with fam |y readi ness issues.
Included in Marine units are other mlitary personnel, such as Navy
chapl ai ns, corpsnen, foreign exchange personnel, etc. Wen attached to
a Marine unit, these servicenenbers and their famlies are part of the
Marine fam |y and should be considered a vital part of the Network.



MODULE |

ESTABLI SHI NG A
KEY VOLUNTEER TRAI NI NG
PROGRAM



SECTI ON ONE

ESTABLI SHI NG A KEY VOLUNTEER TRAI Nl NG PROGRAM

| NTRODUCTI ON

1

2.
you

OVERALL GOAL: Provide those tasked with inplenmenting the basic
training programfor potential nenbers of the Key Vol unteer Network
with tools and gui delines for planning, organizing, and eval uating
an effective training experience.

OBJECTIVES: Prior to a Key Vol unteer Basic Training Course,
will be able to:

*

Plan all facets of a training programfor the Key Vol unteer
Net wor k

Provi de | ogistical and administrative support for training
sessi ons

Determ ne nost efficient method(s) to register potenti al
trai ni ng sessi on nenbers

Publ i ci ze/ promote all training opportunities
Secure conpetent and effective adult training instructors

Schedul e and confirm any guest presenters and comunity
resource personne

Devel op a chronol ogi cal checklist for conpletion of training
program detail s

Ensure accuracy in Key Volunteer training session
record-keeping for all nenbers

Prepare for objective evaluation feedback to assess training
program s success

Organi ze graduati on cerenpni es



3. WHERE TOBEG@N:. In order to develop any program it is
essential to understand WHY it is needed, WHAT you are trying to
acconpl i sh, and HOW you are supposed to do it.

The Marine Corps Key Volunteer Network is a vol unteer
organi zation consisting of the spouses of United States Marines and
those serving with Marines. The Network serves each unit by
reaching out to famlies connected to Marine units and providing
themw th additional assistance beyond their formal conmand
structure. The Network is an inportant elenent in the ongoing
success of the Marine Corps Fam |y Readi ness Support Program

Mari ne Corps Key Vol unteers and the Key Vol unteer Coordi nators
are carefully selected by and serve at the discretion of the CO of
their unit. Al Network Volunteers are representatives of the unit
and are expected to naintain standards of professionalismand
confidentiality. Key Volunteers provide famlies with information
about the unit and referrals to sources of assistance within the
mlitary as well as in the civilian sector. |In addition, they keep
the unit | eadership infornmed about family concerns. The ultimte
m ssion of the Key Volunteer Network is to pronmote unit readiness.
The FSC al so contributes substantially in supporting unit readiness
as the primary source of training of Key Volunteers. The FSC
provides vital services as a resource center for famlies and the
Key Vol unt eer Networ k.

The Marine Corps of today faces new chall enges regarding fanily
i ssues. Since 1984 the nunber of fam ly nenbers has exceeded the
nunber of active duty Marines. The percentage of married Marines
has increased dramatically since 1970, and a nore organi zed and
formal effort was needed to provide these families with information
and assistance. One direct result of the awareness of fanily
i npact on readi ness and retention was the establishment of FSC s at
all major bases and stations. Another inportant devel opment was
the formation of the Key Vol unteer Network and the Family Readi ness
Support Program

The forerunner of the Key Vol unteer Network was the Key Wves
Program which originated in the 2d Marine Aircraft Wng at MCAS
Cherry Point. The idea spread to other Marine Corps installations
and commands, including Reserve units. The Key Wves Network was
formal |y established throughout the Marine Corps by MCO 1754.2 in
Septenber 1991. The nane of the Network was changed by ALMAR
202/93 in July 1993. In February 1994, MCO 1754.2A was issued and
provi ded updated policy and gui dance on the Network.



The Human Resources Division, Headquarters Marine Corps, forned
a steering committee of spouses experienced in the Key Wves
Network in 1991. In July 1992, at the Xerox Training Center in
Leesburg, Virginia, a working group of 46 Marine Corps volunteers
and fam |y support program staff experienced in earlier Key Wves
Program efforts net and di scussed the Key Vol unteer NetworKk.
Representatives fromactive and reserve forces and al nost every
maj or Marine Corps installation participated in this | andmark event
whi ch produced prelinmnary outlines for guides to be devel oped in
support of the Key Vol unteer Network.

B. SUPPORTI NG POLI CI ES

Al'l Marine Corps organizations are established, supported, and
gui ded by policies published in official MCOs. The two Orders that
pertain to the Key Vol unteer Network are MCO 1754.2A, Key Vol unt eer
Net wor k, and MCO 1754.1, Fanily Readi ness Support Program The npst
i mportant points in these Orders are |listed bel ow

1. MARINE CORPS CRDER 1754. 2A

Thi s order establishes the Key Vol unteer Network, and gives
the follow ng specific instructions.

* The Key Volunteer Network is a function of the unit. It
exists to assist the unit in fulfilling its mssion

* The CO appoints the Key Vol unteer Coordinator, Key Vol unteer
Advi sor, and Key Volunteers, and may also terninate their
appoi ntment at any time.

* The CO al so appoints the Fami |y Readi ness Oficer (FRO, an
active duty nenber of the unit. The FROis the |iaison
between the unit and the Key Volunteers for routine matters.

* Each maj or subordi nate command (MSC) and every unit down to
battalion/squadron will have a Key Vol unteer Coordi nator
who will be responsible for the managenent and | eadership
of the Network, and coordination of training requirenents
with the FSC s Fami |y Readi ness Support Program Coor di nat or

* Confidentiality in dealing with information concerning
fam |y menbers or sensitive command issues i s mandatory.
Key Vol unteers should be conpletely famliar with the



2.

sections of the MOO which deal with the Privacy Act of 1974
and confidentiality within the Key Vol unteer NetworKk.

As an official Marine Corps organization, the Key Vol unteer
Network is subject to the sane ethical requirenents for
behavi or as those placed on nenbers of the Marine Corps.

A unit comander can reinburse legitimte expenses for Key
Vol unt eers, including approved travel, when funds are
avai |l abl e.

Key Vol unteer Network menbers will be protected froml egal
liability for actions within the scope of their official
responsi bilities under the purview of the Federal Tort

Cl ai ms Act.

* Training for Key Volunteers is required.
MARI NE CORPS ORDER 1754.1

This Order establishes the Family Readi ness Support Program and

pl aces the Key Volunteer Network within the | arger context of the
installation and/or unit famly support efforts. Mjor points are:

* The m ssion of the Fam |y Readi ness Support Programis to

support the constant readiness of the unit by assisting
Marine famlies with issues that mi ght otherw se divert the
attention of the service nmenber.

* A Fam |y Readi ness Support Program Coordi nator will be

appointed within each FSC. The coordinator’s duties include
acting as |liaison between the Key Vol unteer Network and the
FSC and ot her service providers.

* A Fam |y Readi ness Support Program Council will be

established at each installation that has a FSC. This
Counci | consists of representatives fromthe various hel ping
agenci es, volunteer organizations (including the Key

Vol unt eer Networ k), chaplains, the installation sergeant

maj or, and other appropriate unit representatives. The
Council meets regularly to determ ne how best to serve
Marine famlies, educate each other, and exchange

i nf ormati on.



SECTI ON TVWO
HOW TO PREPARE FOR A KEY VOLUNTEER TRAI NI NG PROGRAM
A, UNIQUE FAM LY NEEDS I N YOUR LOCAL NETWORK

Gather the following information to help determ ne the frequency,
urgency, and nunber of participants in your training sessions.

1. Information on the needs of Marine famlies cones fromthe
fam lies thensel ves, service providers, and Marine Corps officials.

FSC s, anobng ot hers, conduct periodic needs assessnents which may
provi de useful information to the Key Vol unteer Network.

2. The installation FSC shoul d have current |ocal assessnent
i nformati on.

3. The Command unit may provide feedback fromrequests and
conplaints made to them through channel s other than through the Key
Vol unt eer Net wor k.

4. Information that woul d be hel pful to know

* How many total famlies are within Key Vol unt eer Networks
area of responsibility?

* How many total Key Volunteers are presently vol unteering
within the Network?

* How many nore volunteers need training i mediately or in the
near future?

* Are there regular unit deployments? How often and how | ong?

* Who provides adninistrative and |ogistical support for |ocal
Key Vol unt eer Network?

* What seemto be the areas of nost concern to families within
your | ocation? (i.e., econony, spouse/child abuse, child
care, isolation)

B. ADM NI STRATI VE AND LOG STI CAL NEEDS

1. Deternmine who will prepare handouts for training sessions and
supply materials needed. Al of the CGuides have assigned

10



publication control nunbers (PCN) and may be ordered through the
regul ar supply system by the unit.

2. An adequate training roomis vital to the success of this
program The room shoul d be | arge enough to allow nenbers to
separate into snall groups of twos or threes. It should also be
equi pped with audi o/visual materials such as TV VCR, flip charts,
overhead projector, and screen. The |ocation should be easily
accessi bl e for nenbers and in the sane | ocation for each training
session, if possible.

3. Determine if child care will be provided or if nenbers’
expenses for child care will be reinbursed and, if so, by whom

FREQUENCY OF TRAI NI NG SESSI ONS AND NUMBER OF PARTI Cl PANTS

1. Each location has unique needs that will drive the frequency of
training sessions. Sone |ocations mght be able to hold training
every 3to 4 months and find that is sufficient to neet the

needs of their local Network. Oher |arger bases where turnover is
great or deploynents are frequent might need a class every nonth.

* Each location should determ ne whether training sessions
are nore accessible for participants in the day or evening,
or an alternating schedul e.

* One possible alternative is to hold a conbi nati on of
cl asses; i.e., one conmplete session during day tines and
one evening class the sanme night each week until all the
sessions are conpl et ed. (Appendi x A: A-2)

* Training sessions should be scheduled for the year, if
possible, to provide for better preparation and
antici pation; however, 3 nonth intervals would be
feasible to ensure presenters and materials are avail able
i n advance. (Appendi x A: A-3)

2. The nunber of participants in each training class should be
nost effective to facilitate | earning and di scussi on

*  The m ni mum nunber shoul d al ways accommodate the need for
group activities. Also, consideration must be given to
ensure a sufficient nunber of participants are involved to
warrant requesting presenters and comunity resource

11



personnel to devote their tine and efforts to the group
In nost cases, attenpt to keep class size to at |east 10.

* Research has shown that when a group beconmes too |arge
i ndi vidual participation becones |ess as sone nore reticent
nmenbers are hesitant to speak. It is essential in this type
of training that interaction is encouraged in the form of
nmenber questions and coments. Therefore, consideration
nmust be nade to keep the group within a nmanageabl e size.
Interaction will normally decrease when the group includes
nore than 20-25 nenbers

* Enrolling nenbers should be acconplished by establishing
the nunber of participants desired and then requesting
pre-regi stration by various options:

* Contact Key Vol unteer Coordinators and offer training
availability schedul e (Appendi x A: A-4 and A-5)

* Publicize through | ocal base papers/newsletters the
availability of the class on first come basis with
central number to call for questions and/or
pre-registration

* Post flyers in well traveled | ocations requesting those
interested to come in person to an assigned location to
register

* Awaiting list night also be wise as sone usually drop
out for various reasons

* Send proposed training period schedule to conmands for
di stribution

* Stress the inmportance of the spouse making every attenpt to
attend the training once registered.

SELECTI ON OF TRAI NERS

1. Selection Criteria. At some locations there will be a person

or several people designated to be a Key Vol unteer Network trainer
At other places, a trainer(s) will need to be identified. As a

Net wor k becomes nore established and a system of continuing training
devel ops for the |l ocal Key Volunteer Network, nembers will begin to
stand out as potential trainers and facilitators. Sone of the

12



criteria that identifies them are:
* Influence in groups

* Know edge about the Marine Corps and positive attitude
about the lifestyle that acconpanies it

* Ability to organize and present information
* Enthusiasmthat is readily communi cated to others
* Denonstrated expertise in a relevant subject matter

The Key Vol unteer Network Traini ng Coordinator should be alert
for those volunteers who denobnstrate group facilitation skills. The
Key Vol unteer Coordinator may be able to identify Key Vol unteers who
can assist lead trainer(s) during basic training sessions. As an
assistant or co-facilitator, these individuals can performthe
foll owi ng group process tasks: assenble the group, ask what they
expect of the session, record expectations (on chal kboard or flip
chart), and close the session with reference to the expectation
list.

2. Trainer Selection. ldentifying people who can give high
quality training to the Key Vol unteer Network is often chall engi ng.
The trainers will not only give the information the vol unteers need,
but they should do it in a way that captures the trainees’
attention. Skillful trainers make the subject matter presented

i mportant and mnenor abl e.

There are two nmmjor things to consider when selecting a trainer
for a particular course or workshop

* The trainer must be conpletely famliar with the course
content; that is, the information that is to be taught to the
trai nees and have a cl ear understanding of the role of Key
Vol unt eers as command representatives.

* The process the trainer uses in nmanaging the group and
conmuni cating the content of the course nust be effective.
The trainer should be familiar with notivational techniques
for adult volunteers.

Content is the "what" of the course; process is the "how' of
it. The ideal trainer conbi nes know edge of the subject matter and

13



the skill to communicate it effectively. Know edge of the subject
is nost inportant. Sonetines the presentation can be enhanced
by recruiting a lively co-presenter.
SELECTI ON OF PRESENTERS FROM COVMUNI TY RESOURCE PERSONNEL
1. FSC Assistance. The FSC will, in consultation with the Key
Vol unteer Network, utilize internal training capabilities and wll
al so serve as an aid in identifying other available training
resources, on and off base. The Fanmily Readi ness Support Program
Coordi nator and other FSC staff should have know edge of experts who
can provide training to the Key Volunteer Network. People fromthe
foll owi ng agenci es and organi zati ons can be call ed upon:

*  Chapl ai ns

* Navy-Marine Corps Relief Society

* Anerican Red Cross

* Conptroller’'s Ofice

* Unit CO

* Command sergeants maj or

* Substance Abuse Counsel ors

* Medical Treatnment Facility Personnel

* DoD Dependent School s and | ocal school s personnel

* Local wonen's shelters

* FSC prograns, including Fam |y Advocacy, Enmpl oyment
Assi stance and Rel ocati on Assi stance Personnel

* Child Devel opment Prograns
* NMorale, Welfare and Recreation
Armed Services YMCA

Local Mental Health Providers

14



* Provost Marshall’'s Ofice
* Legal (Judge Advocate's O fice)

2. Purpose of the participation of community resource providers is
primarily for information and clarification for the Key Vol unt eer

It should be clearly understood when inviting any presenter that
their goal is to briefly give an overview of their program and how
trai ned professionals are available for famlies who need their
services. Providers should be requested to bring handouts for the
Key Vol unteers’ future reference. |f sone conmunity resources

i nformation could just as effectively be presented in witten
format, then save the tine you have allotted for presenters who need
to physically be there to clarify major questions or confusion about
t heir program

3. Comunity resource providers are not intended to go into such
great detail about what they do that a nmenber receives too much

i nformati on and feels he/she does not need to refer a fam |y problem
to the proper agency. For exanple, if a counselor were to discuss
in detail howto stop child abuse, a Key Vol unteer mnight then

unwi sely feel adequate to take on this responsibility with someone
in his/her unit. Wen scheduling community resource presenters,
stress that the training is designed to help Key Vol unteers becone
"gui des" to the proper path for professional assistance for famlies
in need.

4. Select only those community resources which are nost rel evant
to your local situation

PREPARATI ON OF A CHRONOLOG CAL CHECKLI ST

1. A checklist should be used in preparing for training to nanage
the many details. As a regular training schedule is planned, sone

itens on the list will become second nature and some will take care
of thenmselves. Materials that are useful in all training courses
may be stocked. A checklist will catch the itens overl ooked in

last minute efforts. (Appendix A A-6)

ACCURACY COF PARTI Cl PANT TRAI NI NG RECORDS

1. Key Volunteer Basic Training is a prerequisite to beconing a
Key Volunteer. Al so, once a spouse conpletes Basic Training, that

i ndividual is qualified to hold a Key Vol unteer position at any
other Marine Corps installation. There are no shortcuts in order

15



to receive certification except conpletion of all the sessions.
Therefore, a systemof orderly and accurate record keeping is
necessary. It is reconmmended that at the end of each session
either the Session Presenter or Program Coordi nator verify the
conpletion with the date and his/her initials. (Appendix A A-9)

2. Witten appointnent by the unit COis necessary to becone an
of ficial Key Volunteer although conpletion of Basic Training
certifies a participant for the Key Vol unteer Network.

3. The Key Volunteer Training Certification Record should be kept
by each Key Volunteer. Certification is for the purpose of the Key
Vol unteer Network only and does not inply credentialing as a

prof essional counselor. This certification will accurately:

* Docunent conpl etion of Basic Training
* Docunent continuing training (Appendix A A-10)

* Record courses taken outside USMC training structure verified
by Key Vol unteer Network

* Serve as a training resunme for use by the Key Vol unteer
t hr oughout the Marine Corps

* Substantiate | evel of training conpleted when noving to a new
conmmand

CEREMONI ES

1. Cerenpnies enhance the inportance of events. The follow ng
suggestions woul d reinforce the significance of the Key Vol unteer
Basi ¢ Trai ni ng:

* (peni ng Cerenonies. A conmmandi ng general (CG shoul d be
encouraged to speak at the opening and/or closing of a
trai ni ng course

* aduation Cerenpnies. Mke this a real celebration by
i ncluding some or all of the following to affirmthe Marine
Corps commitnent to the Key Vol unteer Network and concern
about the welfare of fanilies:

* Quest Speaker (i.e., CG spouse of senior officer, or
senior enlisted mlitary nenber)

16



* Presentation of training conpletion certificates by the
CG CO or XO of major subordi nate command

* Refreshnents such as a special cake, |uncheon, dinner
pot luck neal (depending on tine of day and funds
avai l abl e). Past graduates may provide refreshnments.

* Invitations to fam lies, previous Key Vol unteer graduates,
community resource personnel, FROs, COs of each unit
represented in the class, local civilian comunity
| eaders, other military unit commanders

* Enphasi ze achi evenent of each graduate and appreciation
for their support.

EVALUATI ON OF TRAI NI NG

1. Purpose of the training evaluation process is to inmprove future
training courses. The evaluation nmethods should be reasonably
standard and adj usted when necessary.

2. EBvaluation by the trainers of the training for use in

i mproving the system nust be ongoing. As each session is
presented, there should be brief assessnents by either FSC
personnel or the session presenter of what worked well, what ni ght
be i mproved, and how the nmenbers responded to the session
presenter, and material. These records are kept for persona

i nformati on and not wi de dissemnation. (Appendix A A-11)

3. Menbers’ evaluations will normally be conpleted on standard,
pre-arranged fornms within their "Participant’s CGuide." Wen
reviewi ng these forms, consideration for various persona

preferences and individual preferred | earning styles must be

acknow edged. Not every nember will agree with every facet of the
trai ning; however, valid conmrents and consi stent responses anong the
groups nust be addressed. (Appendix A A-9)

4. Dynamic and responsive training requires flexibility to neet
the needs of the local Key Volunteer Network. All the training
facilitators and program coordi nators nust be sensitive to what is
nost effective for achieving the goals of this program The

gui del i nes and suggestions offered were developed in an effort to
standardi ze this program as nmuch as is feasible, for a diverse,
mul ti faceted, and heterogeneous popul ati on anong Marine Corps
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famly structure. Therefore, consistent reeval uation and
refinement will be ongoing.

18



MODULE ||

KEY VOLUNTEER
TRAI NI NG GUI DE

| NSTRUCTOR S GUI DE
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I NSTRUCTOR S GUI DE
| NTRODUCTI ON

1. OVERALL GOAL: Provide basic training for nmenbers of the United
States Marine Corps Key Vol unteer NetworKk.

2. OBJECTIVES: Under your direction at the end of this training,
you will be able to:

* (rgani ze a basic training programfor a |ocal Key Vol unteer
Net wor k

* | npl ement effective training sessions for Key Vol unteers

* |Introduce history of USMC and its function in Key Vol unt eer
Net wor k

* Informparticipants of history and current status of Key
Vol unt eer Net wor k

* Provide training aids for supplenmental assistance

* Define roles and responsibilities of all participants in
Key Vol unt eer Network

* |nitiate a forumfor discussions of problenisolving
situations

* Clarify adnministrative procedures for Key Vol unteer Network

* Present avail able service providers and information for
assistance to unit famlies

* Practice effective comrunication techniques for interpersona
rel ati onshi ps

* Maintain an environment conducive for |earning and ver bal
i nt erchange

3. ASSI STANTS
* FRO (i f avail abl e)

* FESC Per sonnel

20



* Service Providers (i.e., Navy-Marine Corps Relief Society,
Red Cross, nedical personnel, chaplain, |egal)

This programis designed with flexibility for either one
facilitator to conduct the majority of the sessions or separate
i ndividuals to conduct any of the five sessions.

4. ESTI MATED TI ME

* 10-12 hours (5 sessions, approximately 2 hours in
| engt h)

* Five sessions may be divided to acconmpdate tinme constraints
of participants and availability of training personnel

5. METHOD OF | NSTRUCTI ON
* Lecture
* &roup Discussion
* Case Study Analysis
* Witten Exercises
* Panel Discussion
* Question and Answer
* Video Cassette Option
6. TRAI NI NG Al DS
* Flip chart and markers/chal k
* Overhead projector
* Tel ephones (at least two for role plays)
* Large abstract picture/painting
* VCR

* Vi deo nonitor
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B. NOTES TO TRAI NI NG FACI LI TATOR

This training programwas designed using the inductive nethod of
Instruction. The material begins with a narrow, fundanentally basic
concept: what is the Key Vol unteer Network and how does it fit into the
organi zational structure and m ssion capability of the United States
Marine Corps. Each session is then intended to build on and add to the
previ ous section. For exanple, determ ning what are the duties of a Key
Vol unteer and how do those duties fit into the broader Key Vol unt eer
Net wor k needs to be deternined before adding on specific adm nistrative
duti es.

Once the basic concept of a Key Volunteer is discussed, service
providers are introduced to expand the know edge base of how i ndividual s
can refer famly nenbers to professionals when that is the appropriate
nmet hod of assistance. Comunication is the |argest session because even
if a Key Volunteer has all the know edge and all the training avail abl e,
wi thout the ability to relate it in an effective and responsi ve manner,
the fanmilies within the Key Volunteer Network will not receive optinum
results. Finally, a panel discussion was suggested to bring lirea
wor | d" experiences and proven results into the training session from Key
Vol unt eers who have done it.

It is possible to place these sessions in any order since they were
designed to be sel f-contained, individual units, capable of standing

al one or in conjunction with any other session. It is preferable,
however, that class nmenbers take the series in the original order and
consecutively. In any event, this program nust have flexibility to neet

t he needs of diverse situations and differing personnel factors of the
partici pants.

There are sone presentations within the programthat could be
effectively related using video cassettes. It is recomended the
"Hi story of the Marine Corps" would be entertaining and informative
t hrough a short (15-20 minute) video depiction. Also, the United States
Marine Corps organi zation and FRO s involvenent in the Key Vol unt eer
Net wor k coul d be presented via video in the absence of a skilled FRO
presenter. Local Key Vol unteer training support personnel should
determ ne these options as alternatives to in-person presenters.
I nformation regardi ng these videos will be avail abl e upon request from
Headquarters Marine Corps.

Adult learners enjoy taking an active role in their |earning

process. The Key Volunteer’'s Guide is to be used in conjunction with
rol e plays and exercises to ensure participation. Training facilitators
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shoul d encourage interaction keeping in mnd that a well-run program
shoul d stay on task. The Appendices contain additional material such as
scripts for use by the Training Facilitator.

In the next section, a list of all materials and references needed
for each session is included. The materials can be found in Appendi x
A - Facilitator Training Materials, Appendix B - Key Volunteer Training
Mat eri als, Appendi x C - Transparencies, Appendix D - Training Exercises,
and the Participant’s GQuide. Sone materials are also found in the Key
Vol unt eer Gui de.

The individual |esson plans are organized in two colums. The

| eft-hand col unm describes the objective of that | esson and the nmin
poi nts which should be enphasi zed. The right-hand columm I|ists special
trai ning ai des, handouts, and exercises to be used during the session.
Special instructions for facilitating the activity are also found in
this colum. Facilitators should take time to study the | ayout of the
| esson plans to assure conpl ete understandi ng of the objectives and
suggested material s.

C. DEVELOPI NG | NDI VI DUAL TRAI NI NG SESSI ONS
Whet her there is one lead trainer or several in your Basic Training,
it is reconmended that the appropriate training nmaterials be duplicated
for each individual session and given to the trainer in charge of that
particul ar session. This will |essen confusion, assure all the proper
mat eri al s have been obtai ned by the proper individual, and maintain
control over the primary Training GQuide. The followi ng are the
materi al s needed for each session
1. SESSI ON 1: | NTRODUCTI ON

* TRAI Nl NG MATERI ALS:  APPENDI X B: B-2 through B-5

* TRANSPARENCI ES: APPENDI X C: C-2 through C-6

* TRAI NI NG EXERCI SES:  APPENDI X D: D- 2

* PARTI Cl PANT' S GUIDE: pgs. 39, 40

SESSI ON 1: USMC ORGANI ZATI ON

* TRAI Nl NG MATERI ALS:  APPENDI X B: B- 6

* TRANSPARENCI ES:  APPENDI X C. C-7 through C 14
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* TRAI NI NG EXERCI SES:  APPENDI X D: D- 3

* PARTI Cl PANT' S GUI DE: pg. 41

* KEY VOLUNTEER GUI DE: pg. 6

SESSI ON 2:  KEYS TO SUCCESS

* TRAI NI NG MATERI ALS:  APPENDI X B: B-5, B-7, B-8, B-9
* TRANSPARENCI ES:  APPENDI X C: C-15 through C-18

* TRAI NI NG EXERCI SES:  APPENDI X D:D-4, D-5, D-6

* PARTI Cl PANT' S GUI DE:  pgs. 42-50

* KEY VOLUNTEER GUI DE: pgs. 5-10, 14B, 17B, 34A-35B
SESSI ON 3:  SERVI CE PROVI DERS

* TRAI NI NG MATERI ALS:  APPENDI X B: B- 10

* TRAI NI NG EXERCI SES:  APPENDI X D: D- 7

* PARTI Cl PANT' S GUIDE: pgs. 51, 52

SESSI ON 4:  COVMUNI CATI ON

* TRANSPARENCI ES:  APPENDI X C: C-18 through C- 23

* TRAI NI NG EXERCI SES:  APPENDI X D: D- 8 t hrough D- 14

* PARTI Cl PANT' S GUI DE:  pgs. 53-59

* KEY VOLUNTEER GUI DE: pgs. 26, 18C 24E, 24F- 26F
SESSI ON 5:  PANEL DI SCUSSI ON

* TRAI NI NG MATERI ALS:  APPENDI X B: B- 11

* PARTI Cl PANT' S GUI DE: pg. 60
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D. LESSON PLANS - SESSI ONS 1-5

MAI N PO NTS

SPECI AL | NSTRUCTI ONS

| NTRODUCTI ON (45 ni nut es)

I. Training Facilitator wel cones
participants

A. Training Facilitator
i ntroduces self

B. Show video nessage
froma CG

C. Explain critical position
of Key Vol unt eer

D. Gve brief overview of
hi story of Key Vol unteer
Net wor k

1. Objectives: At end of
training sessions nenbers wll
be able to: (show goal s1
obj ectives, overview)

[11. Warm up exercises

END OF
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Wl cone letter/Certification
Record; Appendix B:B-2, B-3
Participant’s Guide pgs. 39, 40

If video is not used, |ocal
conmmander s can gi ve openi ng
remarks. (CG preferred)

C-2 (Turn off overhead after
each vi ewi ng)

C-3; Script in Appendix B:B-4

Revi ew MCO 1754.1 and MCO 1754. 2A
(Copi es included at B-S can be
made available to participants.)

C4, CGS, C6

Suggestions are in Training
Exerci se Appendi x D: D2

LESSON



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

USMC ORGANI ZATI ON (1 hour)

I. Training facilitator gives
mlitary trivia quiz

1. Oientation to USMC
A. Brief history of USMC
B. Oganization structure

C. Chain of Command

I1l. How nmilitary and FRO fit
Key Vol unt eer Network

END OF

into
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In Participant’s CQuide pg. 41;
Appendix D: D2

FRO or know edgeable mlitary
menber should present this, or
be present to answer questions
after video presentation.

Vi deo presentation is another
option

Appendi x C. G 7 through C 14
Qutline in Appendi x B:B-6

Ref er ence:
pg. 6 #2
(Frommlitary perspective
only) Ask for questions or
clarification.

Key Vol unt eer Gui de,

SESSI ON



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

THE KEYS TO SUCCESS (2 hours)

Definition of Key Vol unteer

A. Resource to the famlies
within aunit, a link
bet ween a spouse and the
command.

B. Serves as role nodel for
fam |y readi ness and hel ps
| ess experienced famlies
| earn sel f-sufficiency.

What Key Vol unteer is:
What Key Vol unteer is not:

How does Key Vol unteer fit
into the Key Vol unteer Network
structure?

A. Roles and responsibilities
1. Co
2. FRO
3. Key Vol unt eer Network
Advi sor (optional)
4. Key Vol unt eer
Coor di nat or

B. Duties of a Key Vol unteer

C. Functional Relationships

27

* Have questions witten on flip
chart

* Ask participants: "How do you
think you can serve as a role
nodel ?"

* Appendi x 0:0-15 (stress
confidentiality)
* Appendi x 0:0-16

* Reference: Key Volunteer Guide,
pgs. 5-10

* Have participants turn to pages
and foll ow al ong

* Reference: MOO 1754.2A (End 3)
Appendi x B:B-5; Participant’s
Gui de pg. 42

* Appendi x 0:0-17; Appendix D: D 3;
Participant’s Guide pgs. 43, 44;
Focus on Key Vol unt eer
rel ati onshi ps



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

V. Steps to an effective Key

Vol unt eer

A

Net wor k

Initiating contact with
new spouses in unit

1. notification fromunit
2. letters
3. phone calls

Unit Family Contact Sheet
1. purpose

2. accuracy
3. confidentiality

Unit Key Vol unteer NetworKk.
neet i ngs
1. Organizational neetings.

2. Periodic neetings base
on needs within unit

3. Key Vol unteer Counci
neet i ngs

Unit Key Notes

28

Assi gned person in unit is to
notify Key Vol unteer Coordinator
of newconer spouse on a tinely
basis along with accurate point

of contact should be | ocal agenda

Sanple | etters Appendi x B:B-7,
B-8, B-9; Participant’s Guide

Pgs. 45-47

Ref erence: Key Vol unt eer Gui de,
pg. 17 B

Ref erence: Key Vol unt eer Gui de,
pg. 14 B

Have participants role play
initial contact in pairs using
phone equi prnent (if possible) and
transferring information to

fam |y contact sheet Appendi x
C. C 18

Partici pant’s Guide pgs. 48-50

Stress neetings are need-driven
Key Vol unteer Council neetings
shoul d be | ocal agenda

Regroup after major PCS period
Depl oyed unit KVN m ght neet nore
often

Purpose is to share ideas and
support each ot her

Several sanples fromlocal units
shoul d be avail able for menbers
to read at break.

(I'f participants have questions,
expl ain that one of panel nenbers
at final session will probably be
able to clarify how individual
unit Key Notes are produced.

Conti nuing training session nay
be of fered on preparing Key Notes
at a later date.)



MAIN PO NTS

Key Vol unt eer persona
wor ki ng area

SPECI AL | NSTRUCTI ONS

Stress inportance of providing
area in hone that will allow

1. Special area in hone
2. Material readily

accessi bl e

a. tel ephone

b. answering nmachine
c. pencils/pens
d

i mportant tel ephone

nunber s

e. famly unit contact

sheet
f. log sheet
3. Confidentiality
assured

Managi ng Stress and
Avoi di ng Bur nout

1. Synptomns
2. Prevention

END OF
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privacy to speak and to keep
sensitive information from
general view.

Ask participants: "Wiy is so
much enphasis placed on
confidentiality in the Key
Vol unt eer Net wor k?"

Ref erence: Key Vol unteer Qi de,
pgs. 34A-35B

Enphasi ze no Key Vol unteer is
required nor expected to get to
this point. Taking care of
yoursel f and your family should
al ways be the first priority.

End on positive note: Can be
nmost rewarding tinme in your

life. An opportunity to "Do unto
others as you woul d have them do
unto you."

SESSI ON



MAI N PO NTS

SPECI AL

SERVI CE PROVI DERS

provi ders.

Possi bl e agencies (*priority)

Anerican Red Cross*
Navy- Marine Corps Reli ef
Soci et y*
CHAMPUS
Family Service Center*
Patient Affairs, USNH*
Legal *
Chapl ai ns*
Moral, Welfare, Recreation
Chi | d Devel opnment Services
Depart nent of Defense
School s

K. New Parent Support Progrant
*Dependi ng on nunmber of service
Al'l ow approxi mately

o >

ST TOMMOO

10-15 m nutes for each

Basi c principles of referral

30

Local guide to service providers
wi th tel ephone nunbers shoul d be
provided i f avail able
Basi ¢ purpose is to provide
organi zational tools for
information and referra
Vol unt eer
Questi ons answered by agenci es:
1. Mssion and purpose of
organi zati on
2. Who is eligible for
assi stance
3. What is the criteria
4. How they prefer to receive
referrals
Legal representative should
di scuss Privacy Act, potential
national security inplications
Agenci es not present shoul d
supply panphl ets expl ai ni ng
prograns avail abl e
Ask presenters to supply
avai |l abl e handouts. Questions
shoul d be wel coned, but if too
much tine is being spent on one
presenter, ask nembers to nake
appoi ntment with person so they
can understand conpletely.

for Key

Partici pants have principles in
Participant’s Guide pg. 51
Briefly refer to plan in
Appendi x B:B-10

If tine permts, go over

"How t o Handl e Cont act
Situations" Appendix D: D 7;
Participant’s Guide pg. 52
Stress foll owthrough by Key
Vol unteer to make certain proper
procedures have been fol |l owed
and spouse has receive

assi stance

I NSTRUCTI ONS



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

COVMUNI CATI ON (2 1/2 HOURS)
I. Introductory questions
A.  How does conmmuni cati on
affect quality of everyday
life?
B. How does conmmuni cation
affect ability of Key
Vol unt eer ?
I'1. Problens in comrunicating
A.  Spend 70% of waking tine

conmuni cati ng

B. Conpl ex because everyone
percei ves different ways

C. Judge others by our own
criteria

31

Ask participants to answers
questions (i.e., workl fanily
friends)

Wite answers on flip chart/board
Stress that the way we

communi cate is nost inportant
factor in success as Key

Vol unt eer

Appendi x C. C 19

Ask participants to suggest
problens in life directly rel ated
to comuni cation problens (i.e.
work, marriage, children,

friends, etc.)

Show | arge abstract picture or
pai nting. Encourage everyone for
interpretation (stress no right
or wrong answers.)

Point: each can see sane thing
fromdifferent perspective

How nmarriage i s supposed to be
How not hers shoul d care for
children

Fat her/ husband’ s responsibilities
Ask: What if wife called and
sai d she had been feeding famly
only cereal for a week?

What if nal e spouse called and
said wife volunteered for 6
mont h depl oynment and t hey have
four little children?

(How coul d Key Vol unt eer
prejudices affect their
response?)



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

V.

Frane of Reference

A. Heredity-personality at
birth

B. Environnment-from farm
city, suburbs, noved
often, etc.

C. Fam |l y-nunber children,
birth order, methods of
prai se and di scipline

D. Significant others-people
who had i npact on self
i mage through life

Meani ngs are in people

A.  Mdel of communication

1. Encode--sender

formul ates nessage in mnd
then sends to receiver

2. Decode--receiver nmakes
meani ng from hi s/ her own
frame of reference

3. Receiver encodes
nmessage back to sender
based on what he/she

t hi nks the sender neant

4. Sender then decodes
nmessage based on hi s/ her
own interpretation of what
recei ver neant

5. Noi se is anything which
causes nessage to be
distorted

B. Howto clarify neanings

1. Keep open nind

2. Never assune you know
what one neans w t hout
asking clarifying

guesti ons

32

Appendi x C. G 20

Stress all facets of |ife have
had an affect on the way we see a
particul ar event and the way we
communi cate our feelings to

ot hers.

Good conmuni cators recogni ze and
allow for these differences in

ot hers.

Appendi x C. G- 21; Appendi x D: D8,
D9

Exerci ses can be used to
illustrate this nodel.
Participant’s Guide pgs. 53, 54
I nportant for participants to
under st and how mi sconmuni cati on
can be a cycle that distorts
meani ng unl ess individual s
understand we do not all think
al i ke nor assign the sane

meani ngs to words

Can be outside noise, (i.e., TV,
fighting children) or thinking
ot her thoughts while person is
speaking. (Try to elimnate

noi se)

Ask what mght be clarifying
questions and wite responses.
(i.e., "Did you nean that

made you angry?" "Wy do you
think she said that?" "Are you
upset because he hasn't witten
you or because you don't like it
here?"



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

3. Watch for verba
nonver bal cl ues

4., Get agreenment from

ot her person you have
under st ood their meaning
correctly

and

V. Active Listening

A.  Purpose
1. To understand
anot her’s neani ng, not
just their words
2. Not to judge if right

or wrong
3. Try to enpathize --
put yourself in their
shoes

4. Not to be counsel or,
psychol ogi st

probl em sol ver

B. Procedure for Active
Li st eni ng
1. G ve undivided
attention
2. Listen with whol e body
3. Watch body | anguage,

voi ce

4. Carify often for
meani ng

5. Enpathize

6. Understand their
perspective

7. Do not pass judgnent or
gi ve your opinion

VI. ProblenfSolution Skills

A. Be good listener
B. Tel ephone calls

33

Noti ce body | anguage and tone of
vVoi ce

Appendi x C. C 22

"Now do | understand you
correctly that...." and wait for
positive response

Stress to participants not to be
judgnental but just to try to
under st and how ot her person

must be feeling (whether it nakes
sense to Key Vol unteer or not)
Just giving sonmeone your time and

listening to themis what nost
want. It is a dangerous
situation to get involved in

maki ng deci sions and giving
suggestions affecting another’s
life.

Appendi x C. C 23

Partici pants should practice this
skill in threes using role plays
for active listening in Exercise
section. Two shoul d engage in
conversation, and the third
shoul d act as an observer to the
active listener to point out what
was done well along wth what
coul d have been i nproved.
Everyone shoul d have an
opportunity to actively listen
(15 m nutes)

Appendi x D: D-10 through D13

Participant’s Guide pgs. 55-58
Ref erence KV Gui de, pg. 26H
Ref erence KV Gui de, pgs. 18C 24E

Briefly refer to various calls or
have nmenbers read at their own
conveni ence.



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

C. Crisis intervention

[

How to recogni ze
What actions to take
3. Refer to proper

pr of essi onal source
4. Follow up to assure

caller did seek assistance
5. Seek advi ce when
necessary. |f you do not.
know what to do CALL
SOVEONE ELSE I N THE CHAIN
ABOVE YQU

N

END OF
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Ref erence Key Vol unt eer Gui de,
pgs. 24F-26R

Participants formpairs and
practice using tel ephones,
contact logs, and skills |earned
inreferring callers to proper
resources when appropriate or
just being an active |istener
Participant’s Guide (10 ni nutes)
Appendi x D: D-14; Participant’s
Gui de pg. 59

Enphasi ze the nost inportant
of being a Key Volunteer is
ability to listen and refer when
necessary.

part

Be |ink between spouse and
command.

THE KEY VOLUNTEER S JOB | S NOT
TO SOLVE THE WORLD' S PROBLEMS

Appendi x C. C 23

SESSI ON



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

PANEL DI SCUSSI ON (1 HOUR)
I. Menbers (suggestions)

A.  One general officer’s
spouse

At | east two experienced
Key Vol unt eer Coor di nat or
At | east two experienced
Key Vol unteers (one
experienced in severa
depl oynent s)

Mlitary representative

(FRO, Co, etc.)

B

I1. Purpose of panel

A Carify for Key
Vol unt eers any
i ssue which is unclear
B. Provide answers from
"real world" situations
C. Cenerate enthusiasm and

positive attitude toward
goal s and nission of Key
Vol unt eer Net wor k

I1l1. Procedures

A. Training facilitator may
i ntroduce each on pane
with brief description of
i nvol venent in Key

Vol unt eer Network or pane
menbers may prefer to

i ntroduce thensel ves

35

* Availability of personnel in area
of training WII affect pane
menber shi p

Attenpt to invite panel nenbers
wi th experience who are positive
and know edgeabl e.

Avoi d all owi ng | engt hy questions
and responses. Facilitator
shoul d tactfully suggest that
conpl ex answers be given in
private after the panel
Facilitator should try to keep
focus on topics of genera
benefit.

Facilitator might request pane
menbers bring sanples of unit Key
Notes to show.

Training facilitator should ask
panel nenbers if each would give
a brief history of his/her

i nvol venent with a Key Vol unt eer
Network if the training
facilitator is not going to give
i nformation.



MAI N PO NTS

SPECI AL | NSTRUCTI ONS

B. Panel menbers will answer
guestions from audi ence
1. ina witten fornmat
given prior to discussion
2. inpronptu, spontaneous
guestions from audi ence
C. dosing statenent from
each panel nenber
1. Should be appreciative
of those conpleting
training
2. Shoul d express val ue
of hel ping each other in
USMC fam |y
3. Shoul d give persona
exanpl es of how Key
Vol unteer can help
famlies

ASK FOR TRAI NI NG EVALUATI ONS
BEFORE END OF SESSI ON

GRADUATI ON

(Time is deternmined by type of
cerenony | ocal Key Vol unteer
desires; i.e., pot luck, dessert
reception, etc.)

I. Invited guests (any or all)

A. CGs and COs of all units
wi th menbers participating
Resour ce personne

Fam | ies of graduates

Key Vol unteer Coordinators
FROs or mlitary
representatives

moow

Net wor k
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Facilitator should guard agai nst
one or two audi ence menbers
nmonopol i zi ng question period.
Soliciting witten questions
ahead of time could be one
alternative, or facilitator could
ask one or two questions first,
then open the floor to questions
from participants.

Facilitator could request pane
menbers to be prepared to close
with sone type of positive
remarks that woul d | eave Key

Vol unteers with enthusiastic
attitude toward new assi gnnments.

Partici pants shoul d be encouraged
to fill out evaluation
thoughtfully. The evaluation is
found in the Participant’s Guide,
pg. 60; Appendi x B:B-11

Nunber of invited guests should
depend on size of graduation
facility.

If a CG or SgtMaj is unavail abl e,
anot her high ranking official
shoul d be present as this
cerenony deserves recognition for
menbers.



MAI' N PO NTS SPECI AL | NSTRUCTI ONS
Il1. Procedure
A.  Main speaker * Certificates are avail able
1. Introduced by training t hrough CMC(MHF) or at the | ocal
coordi nator or senior FRO FSC.
2. ACG if possible, or
ot her hi gh ranking Key Vol unteer Network Key pins
of ficial are avail able from CMC(MHF) or
3. Conmments on the | ocal FSC.
appreci ation and val ue of
Key Vol unteer and their Sone Key Vol unteer Networks al so
posi tions have ot her special nenmentos that
4. Stress Key Vol unteer are given to spouses who graduate
contributions to readi ness fromthis training.
and m ssion capability of
usmc
B. Gaduation certificates
handed out by a CG or
ot her special guest
C. Reception or |unch/dinner

fol |l ows

END OF

37

TRAI NI NG COURSE



MODULE |11

KEY VOLUNTEER
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VELCOVE TO KEY VOLUNTEER TRAI NI NG

eep you i nformed
nj oy hel pi ng
ou’' re never al one

<mX

itally concerned

nly a call away

i stens

nder st ands

ever out of reach
akes tine for you
mergency i nfornmation
ver confidential
espects your feelings
ense of famly

naoxmm-HdzCcr o<

W | ook forward to sharing with you throughout this training course
all the informati on and resources available to us in order to help prepare
you for one of the nost fulfilling and perhaps chall engi ng adventures you
have ever undertaken

Be sure to conplete your Certification Records Form as you progress
through this training, and we woul d appreci ate your conmenting on the
Trai ni ng Eval uati on once you have conpleted all the training sessions.

Al so, do not hesitate to keep us informed if you have any questions or
conmment s.
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KEY VOLUNTEER TRAI NIl NG CERTI FI CATI ON RECORD

KEY VOLUNTEER NAME:

COMMAND :
BASIC TRAINING
SESSION #/TITLE LOCATION PRESENTER DATE

DATE TRAINING COMPLETED:

LOCATION OF COMPLETION:

TRAINING COORDINATOR'S SIGNATURE:
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MARI NE TRIVIA QU Z
(Training Facilitator)

1. What is Leatherneck "lingo" for a water fountain/runor?
2. An E-8 can be either a ora
3. A formal cerenony when the conmand of a unit changes from one

conmander to another is called a

4, The USMC had its beginning at Tun Tavern in the city of
on Novenber 10, (year).
5. The first occupants of Quarters One, hone of the Conmandi ng CGeneral,

MCCDC, were Maj Gen and

6. An enlisted man's service stripe wuld be called in Marine "lingo"

7. The was first perfornmed on Nov. 19, 1849 and is the final
event in every Marine Corps parade.

8. MS stands for

9. This famous Marine War Menorial is in Arlington, Virginia. A
replica stands at the main entrance at MCCDC, Quantico. It is called
t he

10. If a Marine asked for sone "pogeybait", what would he want?

11. NRMC st ands for

12. In the Marines’ Hymm, what streets are guarded by United States
Marines?

13. The second hi ghest decoration a Marine can receive is the

14. If a Marines’ MOS is 04, what field is he/she in?

15. If a Marine comes honme and wants t6 know what is on the deck, to

what is he referring?

16. Who was the first Commandant of the United States Marine

17. What "Grand O d Man" of the Corps served 39 years as Commandant ?

41



MCO 1754. 2A
23 Feb 1994

DUTI ES OF KEY VOLUNTEERS

1. Welconme and assist incomng nmenbers and families of the unit and
ensure they are aware of services available to the "Marine Famly."

2. Participate in a telephone tree as directed by the Key Vol unteer
Coordi nator to ensure a rapid dissemnation of infornation to famlies.

3. Mintain a fam |y readi ness roster of namesl addresses, and tel ephone
nunbers for their assigned fanmlies and provide changes to the FRO via the
Key Vol unt eer Coor di nat or.

4. Provide information to famlies to refer themto appropriate resources
as needed (FSC, Red Cross, Navy-Marine Corps Relief Society, etc.), and
followup on referrals to ensure the assistance required was obtai ned.

5. Provide informati on and feedback to unit CO s, via the Key Vol unteer
Coordi nator and FRO, regarding fam ly readi ness issues.

6. Ofer moral support and assistance to families during tinmes of
difficulty and/or crisis.

7. Assist the Key Vol unteer Coordinator with occasional Network
activities where unit fanilies can meet each other and form support
systems; e.g., videotaping, reunion workshops, etc.

8. Assist with Key Vol unteer Network newsletters by providing input,
writing, distributing, etc.

9. Performother Network activities as determ ned by the CO

42



. HOMIDN JdUNIA
oy ha| hw. §a§§3> feuLIou| Aoy g yBnouyy ‘PUBLILIOD jO UeYO SNV
2% UORORIONI| 1, oW v "Aleseeosu | s YBNOILR UoRIRII LINN
Auiyd uogpeseu| se Lonoes|
-sjeLsoja) piecon ‘SsUpead Jjun
. . Bujupmuiew uj jsiese ¥31IN3D
4By o4 0F aouEIsIEeE Yoddns jeuejes HOMION Joojunion OSd SWIPUBMIOMIN | o oo ogiinon :
puE poddns o} Uopppe pue Biums yiowen | Asy o) ioddns seto “Feunou) J00QUNIOA Aa3 yun ko) Jo) Buiuren ELIT Y ET
Uf $30jA108 DS IV WIrjOA o) sapiraid | - pus Duuma) ainpeyos Ueawaq uosiey e Bupnjou] $30iAI08 AMNYH
0} UonorIe Jenbey weBoxd
‘SoyhuE ‘yoddns “Jomup00) | . JOJBUIPIO0D) JBWNIOA
“UofpRIaN JeinBoy vﬁﬂﬁ_ﬂ”ﬁ 122090 pue souRpINd s,apiniop Aoy Ea“wux_oh,o ._ooE:_o\” s i uogeie mmmﬁuu._o>
10} Buiuses} 10} 60 10} UofiomIous JeNBeY | B LoFORIGIL feULIO] om 09 Aq pejuoddy

. . . ‘s Ajwej uo
. = o . SRRRU | (op 0uoxm uogeusois | HOLYNIGHOOD
J32UNIOA Ao 3 jo | DS 40 Jesaiqe doay OUINON Ao o uoBULOU) Bieys | Ajluisy Uo sBueyaxe 1o} fpenes swoyy | WIILNNTOA
1sanbay 8y Je ‘sawy Iy 0} J0jeuIpIO0D dSAd JO LOHRUIRI00D JRI0AO 0} sBupseuw JenBoy uogeuLIojUl aungse 05 0 siqsucdses
"ajeldosdde se jorislu] | yyam Uogorsal| JeinBay ¥ o} sBupeew Jenboy pue Aq petu AIN
HOMRN - ‘sJequIsW Ajwe; Jau0 gz 33:200 (1euopdo)
JoaUnioA Ae ey jo —— R T pue poweN seknoA | o C o ._sh_cioﬁa. " yosIAay
Tonbe, e e soui v P o vcairn o | ot saupemn: anon o o edumyar | 20 FOT0 O e | 433LNNTON
"ajeudosdde se yorie| UOIJRULIOjU feuuIou| :

‘00 Aq pepefeg AIM

“SLOMBN JOSWNIOA ‘PapacU se souejsieee ) "SUoHe
Aoyl Uy BupnpU| | DS 9 Pu' YoM opupiood | eppaxd ojpus e | L B _8_.5!_%> woupmey Auueg syun | (O¥4) ¥3DI440
SNBHIUI SSUPea) Jo0QUNION Aa)i Jun | J90jUNjOA Ao A B Ryum} uo oBumye Auy| Uo eBuRyD® WBUPI00D “Swrbod SSANIAY3IY
Ahwe; yre Joj Jojeurpi000 | Useweq Lowe AN | AlRieued pus [euLcju; UOBULIOJ e i Aiurey 03 quy) Amyiy ANNYS
feJouad se saneg o) sBupoou Jepoy | UORRLIGII UL ‘00 4q pajurddy
“yoddns
‘sayiwe} "SJ82JUNIOA RUNosss sepod “poddns HOMPN Jaejunjon LT
HUn Unm ageojunwnd | Aay 1) B0IN0S [BLIBJRS 0D "i0)eupI00) 92inosal sepud Ay ywn uoipmiow| | essaulpeey Ajuey syun .OOV
pue pocking | e8| ‘sseupee: Ajuse) 199)INIOA Aey 00 "souspind ye | Uo paseq seew Auus) | saeupPIcon sweiBaxd ¥3oNd440
O} HIOMIBN JISIUNIOA Hun yoddns o} joc) | A ouspNB Arewd | sepircud OO “seomdas UO 90jADE sapir0d Apuwy oy yup ey ONIGNYWWOI
A3 auy 380 OO | se swesBaud OGS sesn | sapiaaid 0D “seowidel Jo/pue syuodde OO ‘00 Aq pejsies ‘00 Aq pajucddy
Jopue sjuiodds OO

(1suondo)
¥3LN3D ¥OLVNIQN00D (Oud) ¥3D1340 (09)
mm»_“___‘ﬁs_ 20IA¥3S ¢mm»un._o> ¥IILNNTOA xw%._.u_q_,,m__u A | ssaniavay ¥391430
AWV AN e AWV ONIGNVNWOD

@ SAIHSNOLLVTHY TVNOILLONNA ‘MYOMLAN YAALNNTOA AAN @

43



QUESTI ONS ON FUNCTI ONAL RELATI ONSHI PS

1. Who officially appoints Key Volunteers? Wo advises that person on
t he appoi nt nent ?

2. What is the relationship between the Key Vol unteer and the Key
Vol unt eer Networ k Coordi nat or?

3. \What are the functions of the Fanily Readi ness Support Program
Coor di nat or ?

4. \What are the functions of the Fam |y Readi ness Oficer?

5. How woul d you have any concern of yours or of the families in your
unit identified at the installation cormander’s Fanily Readi ness Support
Program Counci | neeting?
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(EXAMPLE OF KEY VOLUNTEER LETTER ON | SLAND)

eep you i nformed
nj oy hel pi ng
ou’' re never al one

itally concerned
nly a phone cal

i stens

nder st ands

ever out of reach
akes tine for you
nmer gency information
ver confidential
espects your feelings
ense of fanmly

away

VELCOVE TO OKI NAWA

The Marine Key Vol unteer Network here in

ki nawa would like to hel p spouses and
famlies of all those connected with

Marine units in getting acquainted with this
uni que island and your new hone.

We have available information to help direct
you to the right place for schools, health,
and personal concerns. W want you to know
that you have a friend who is ready to assi st
in any possible way because we have all "been
therell and know what a hassl e noving can be.

If you have not been contacted by your

Key Vol unteer representative within a few
days, please call at the Famly
Service Center |ocated on Canp Lester, with
the nane of the mlitary unit to which your
spouse is assigned along with a tel ephone
nunber where you can be reached. A trained,
Key Vol unteer spouse fromthat unit will
contact you as soon as possible.

We hope that you will beconme part of the
Marine Corps family here in ki nawa.

Renenber, it’s in hel ping each other that we
becone friends. You may have the opportunity
to return the favor to sonmeone el se soneday.
We | ook forward to your new friendship.
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(SAMPLE LETTER TO BE SENT VIA MAIL TO NEW FAM LY I N OKI NAWA)

Wl come to Oki nawa,

The ki nawa Key Vol unteer Network wel cones you to the Ckinawa famly
community! Even though you haven’t arrived on ki nawa yet, we would
like to extend to you our warnest greeting.

If you are familiar with the Key Vol unteer Program then you will be
pl eased to know t hat Oki nawa has an active Key Vol unteer Program
established here. |If you are not fanmiliar with the program let ne tell
you a little about what it involves.

W are volunteer spouses who see a need to reach out to help other
spouses (and famlies) with the many chal |l enges, probl ens, and uni que
situations we all face as military famlies. W are not counselors or
probl ems sol vers, but we know where to find the right person to help in
any situation.

In addition, we are a great source of information on everything from
how to get your children enrolled in school to avail able hospital clinics
and appoi ntnments, conm ssary hours, famly activities, typhoon tips, and
how to call back to the USA.

When you arrive in Ckinawa, you will be given the name of another
spouse who has volunteered within your military nenber’s unit to make the
transition easier for you and your famly. |f you are not contacted
wi thin several days by your Key Vol unteer representative( please call the
Fami |y Service Center at , and we will make certain soneone
will get in touch with you as soon as possible.

ki nawa is an exciting, beautiful island, but initially the custons
and traditions of living in a foreign environment can be challenging. W
want to help make it as easy as we can for your famly. W |ook forward
to your arrival
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(SAMPLE LETTER | NTRODUCI NG KEY VOLUNTEER)
Hel | o,

I just wanted to wite you a fewlines to say "WELCOVE" to the unit.
We all hope your stay here will be one of the best experiences of your
mlitary career. W have a very active Key Vol unteer Network because we
all realize howinportant it is to have a friend at a new place. |I'm
happy to say that | have been appointed as your Key Volunteer. [|f you
have never been involved in the Key Volunteer Network before, it’'s a great
way to stay infornmed about what’'s going on in the unit and al so i nportant
happeni ngs on the base.

| would like to give you a call sonetinme and just say "hello" to see
if | can help in any way. | realize the first few days are hectic with
getting settled, so | don’'t want to bother you now. |f you need anything
or would just like to call another wife who has been here awhile to ask
some questions, ny tel ephone number is

If you do not hear fromne within 2 weeks, please give ne a cal
because | probably have an incorrect tel ephone nunber and can’'t reach you.
| really look forward to nmeeting you and wel coming you in person. W
have a super bunch of people, and | hope you'll join us soon

Si ncerely,
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UNIT FAM LY CONTACT SHEET PRACTI CE

You will each take a turn being the Key Volunteer and t he Spouse.
You should be as tactful and friendly as possible while obtaining the
i nfornati on needed on the Fami |y Contact Sheet. The person playing
the Spouse can offer as little or as nmuch resistance as he/ she w shes.
Remenber, this is an initial contact, so first inpressions are inportant.
You will each have 5 minutes to conpl ete your conversation.

RELEVANT | NFORMATI ON
SPOUSE: Sally Fields
HUSBAND: SSgt Showdon Fields/Facilities, Canp S. D. Butler Base
HOVE PHONE: 555-1212; WORK PHONE: 555-3232
CHI LDREN: Rosy (10 years); Summer (8 years)
Mot her does not work outside the hone
children are hone school ed
No special needs

RELEVANT | NFORMATI ON:
SPQUSE: Marina Cora Gunter
HUSBAND: SgtMaj Philip A Gunter/Infantry Battalion. SgtMaj
2ndMar Di v
HOVE PHONE: 222-8875; WORK PHONE: 443- 7599
CHI LDREN: Daville Don Gunter (16 years); Evan A. Gunter (15
years)
Frank Lee Grunter (3 years)
Marina Cora is a plunber enployed by a | ocal conmpany
Little Frank Lee is in the Base Day Care Center until 6:00P.M
weekdays
Marina Cora’s nmother lives with her 6 nonths a year

RELEVANT | NFORMATI ON:
SPOUSE: Lucy Flightingly
HUSBAND: Maj High N. Flightingly/Mintenance O ficer, 3rdVAW
HOVE PHONE: 999- 1012
NO CH LDREN
Lucy is a professional airline pilot and is gone quite a bit. She
does not want to get involved with the w ves.

RELEVANT | NFORMATI ON:
SPOQUSE: | ma Sue Real
HUSBAND: Cpl Matt T. Real/Supply, FSSG
HOVE PHONE: 284-6245; WORK PHONE: 283- 7882
CHI LDREN: Thad S. Jones (28 years old) fromwife's first marriage
Thad has recently conme hone due to unenploynent with his w fe and
four children but they are only going to stay 2 weeks. |Ina Sue has
only been married for 6 nonths but has expressed interest in
becom ng a Key Vol unt eer.
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BASI C PRI NCI PLES OF REFERRAL

1. Do not confuse the individual by referring to three or four places at
the sane tine.

2. Be sure the person has the information correct and understands
conpletely the steps to be taken

3. Don’t be afraid to take tine to think about a referral, unless the
safety of an individual or property is at stake.

4, Before making a referral, find out if the individual is currently
involved in a treatnent relationship.

5. Fol l owup to ensure needed services were obtained or another referra
needed.

REFERRAL PLAN

1. When meking a referral, offer a short explanation of the
servi ce/ agency to be contacted, the kinds of information that will be
needed to secure services, and a brief explanation of what will happen to

t he i ndi vi dual

2. Devel op an action plan with the individual. Some questions that
m ght be covered in the action plan include:

* Who will make the contact with the agency or service?

* When will the contact be nade?

* VWhat will be asked for?

* Who will go to the agency or service?

* How will the individual travel to the agency or service?
3. After devel oping an action plan with the individual, summarize the
above questions. Ask if the caller has questions and coments. |If you

are unsure of the correct answer to a question, do not guess, but tel
the caller that you do not know the answer to that question. Never make
speci fic pronises regardi ng an agency’s services.

Adapted from NAVY FAM LY OVBUDSMAN TRAI NI NG GUI DE

51



HOW TO HANDLE CONTACT SI TUATI ONS

Read or listen to the followi ng scenarios. Record the conversation
on your log. Also, decide how you would respond in these situations and
how you woul d refer the caller to the appropriate professional agency.

CALLER. You are Ms. Lily Smith. You want to beconme a nmenber of the
Key Vol unteer Network but don’t know how. You are calling for information
about how to becone a Key Vol unt eer

CALLER. You are Ms. Sue Ewing. Your husband has just struck you

several times. He is drunk and has now passed out on the |living room
floor. You are afraid to stay but afraid to | eave. You have two
children, six nmonths and three. They are asleep and did not w tness the
incident. This is not the first tine your husband has abused you; in fact,
in recent nonths, he has beconme nore violent and threatening even to the
chi | dren.

CALLER: You are M. Bob Tage. Your wife is active duty and has just
Left on a three-nonth deploynment. You are a house husband living in
ki nawa with a son, 12 years old. You just received a call from your
nmot her that your father is seriously ill, and you have to go back to
CONUS.  You have no npbney.
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MODEL OF COVMUNI CATI ON
FI RST EXAVPLE

SITUATION: KV neets spouse in Conmissary. Two nenbers may be chosen
to role play this.

KV: "Well, hello, Mary, how have you been?"

Mary: (Avoiding eye contact) "O K 1 guess."

KV: "I havenlt seen you lately. Too bad you couldn’'t cone to our | ast
function, we had a great tine."

Mary: (Her voice a little sharp) "Ch, how nice for you."

KV: "Look, if you just don’t want to cone to anything, | can stop

calling you."
Mary: "Who said | didn't want to come? Maybe if you gave ne the right

information, | would cone."
KV. that are you talking about? | called you and told you all about
Mary: LL@II, I did show up at the restaurant and no one was there."
KV: "W were there. Are you sure you didn’t get the times nixed up?"

Mary: "You said it started at 6:30 but to be there early so | could get
t hat education material you promi sed me, and we could discuss it."

KV: "Well, | brought it but you weren't there. | was there at 6:20."

Mary: "6:20! I got there at 5:45 and waited 30 nminutes. | thought it had
been cancel ed when you never showed up."

KV: "Mary, I'mso sorry. It was my fault. | should have been nore
specific. | promise next time | won't be so vague. W' ve got

sonmething really fun com ng up soon. How about if I come and pick
you up at your house?"

Mary: (laughing) "I don't think you'll have to do that. But next tine,
"1l ask more questions.”

ANSWER THE FOLLON NG  Who was the sender? Who is the receiver? Wat was
the i ntended nmessage from both? Was there any "noise?" Wat assunptions
did the Key Vol unteer make about why Mary did not cone to the function?
What about Mary? What shoul d have happened?
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MODEL OF COVMUNI CATI ON
SECOND EXAMPLE

Situation: Key Volunteer Coordinator (KVC) nakes call to Key Vol unteer

(KV) at 10:30 p. m

KV: (After 5 Rings) "Hello?"

KVC. "Ch, hello. You sound sleepy, sorry to call you late, but I
just wanted to rem nd you about Saturday."

KV: " Sat ur day?"

KVC. "Yes, renmenber you said you woul d bake cookies for our unit
pi cni c?"

KV: "Well, | did bake all the cookies for our |ast get together
and it took alnbst a whole day. Wth nme going to school, and
having to get baby sitters all the tinme because Tinis gone,
was hoping to spend tinme with the kids tonorrow "

KVC: "VWhat a great idea. M kids just used to love to hel p bake
cooki es when they were little, it was such a great tine
t oget her. "

KV: "I"'msorry | could hardly hear, the phone woke up Bobby. How
could they help, they're only 2 and 3 years ol d?"

KVC: "Aren’'t they darling at that age? Well, have fun and 1'll see

you on Saturday. ©Ch, by the way, about 10 dozen shoul d be
enough. "
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ACTI VE LI STENI NG
| NSTRUCTI ONS

1. Trios begin the conversation. It will last for no |onger than 5
mnutes. Only the "famly nmenber” will read the role play. During that
time the observer will take notes on the interaction. The famly menber
will assune the role as witten. Sonme questions fromthe Key Vol unt eer
may be about things not covered in the case description. 1In this case the
"fam |y nmenber" should feel free to nake up such details as she/he may
need to, as long as they are consistent with the role.

2. At the end of the 5 minutes, the conversation will end and the
observer will tell the Key Vol unteer what she/ he observed in the role
play. The fanmily nenber may al so be hel pful in adding her/his feedback to
the Key Volunteer. The feedback session should |ast no | onger than 5

m nut es.

3. Switch roles and proceed in the sane fashion, but this time with case
nurmber two.

4. Switch roles for the last tine and proceed in the sane fashion with
case nunber three.
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ACTI VE LI STENI NG
EXERCI SE #1

You are Ms. A, wife of a Marine Corps First Lieutenant. You are 24
years old and a college graduate. You are feeling troubled and would Iike
to get sone things in your |ife changed, but you just don’'t know how to go
about it. You see Ms. K in the conmissary, the Key Vol unteer of your
husband’s unit. You have net her at a depl oynment briefing and found her
friendly, but you are afraid to talk to her about what’'s really bothering
you. You have called her on the phone and asked if she needs nore Key
Volunteers. You wanted to talk to her then about your situation, but were
afraid to bring it up. You didn't want to seemweak to her, and you
didn’t want to do anything to hurt your husband s career. You stop to
talk with her now and find you are still afraid to say what’'s bothering
you.

What is bothering you is your general feeling that nothing is working
out right. You can’t put your finger on it, but you just always feel I|ike
things aren’t right. Your husband is a good husbandl but you can’'t seem
to talk to himabout this feeling either. You try to get up and see him
off in the norning, then you go back to bed and don’t want to get up

You feel so alone, as if there were nobody who really cares about you.
You have no real friends here. You sonetimes go out to lunch and you see
ot her people, but you seldomtalk. You nmake the effort to keep a clean
and tidy house, but even that is getting harder and harder to psyche
yoursel f up for.

You’ ve thought about |eaving your husband and getting far away. You
know you rmust do somet hi ng.
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ACTI VE LI STENI NG
EXERCI SE #2

You are Ms. B, the wife of Sgt. B., and you are 25 years old. You
are a high-school graduate with a year at a community coll ege, and you
consi der yourself a good Marine wife. That is until the last year or so.
You need to talk with soneone and get sone help, but you are a little
afraid of the unit Key Volunteer. Her husband is the unitls Sergeant
Maj or, and he could hurt your husband’'s career if he were to hear what you
want to talk to his wife about. You need to find out if she tells him
everything, or if she can keep things to herself. You could drop in to
see her, but first you want to test her

Your problemis hard to describe. You are very confused and you don't
know what to do. At first you |liked the idea of another baby. You've
al ways |iked babies, but with two under five the third one was too nuch.
You find yourself yelling at them al nost constantly. You always said you
woul d never hit your kids, but in the last 6 nonths you’ ve done it severa
times. You have such violent urges and feelings toward them so nuch of
the tine, and that’'s not |ike you

Your inpatience with the kids has been obvious to your husband, and he
has |l et you know that his responsibilities to the Marine Corps keep him
fromdoing as nuch with themas he’d like. You are arguing nore, nostly
about money and the kids. He says you spend too nuch. You don’t think
so, but you’ve found yourself going off base and buying small bottles of
vodka to help you deal with things.
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ACTI VE LI STENI NG
EXERCI SE #3

You are Ms. C., the wife of Lance Corporal C., and you are 23 years
ol d. Your husband just found out that his unit is deploying for an
indefinite stay in a Central Anmerican country that has been experiencing a
breakdown of order and threats of starvation. You like the fact that he
i s doing sonmething for people, but this will be the first tine you have
had to fend for yourself. You got nmarried right after high school, and
there has al ways been soneone there to take care of you. Now you are
going to be alone with a two-year-old, and you are afraid that you are
pregnant. You don’t want to seemlike you can’t handl e things, but you
are really frightened and don't know where to turn

You had a call fromthe Key Vol unteer from your husband’ s unit when
you first arrived at the base a year agol but the baby and fixing up the
house have taken so much of your time you haven't even returned her call.
It has been a very lonely tinme, but you just haven’t had the time to get
to know anyone except one of the other wi ves in the housing area.

Now he’s goi ng away, and you don’t even know for how | ong. You don’t
know how to take care of the car, and he has al ways handl ed the finances
and the checkbook. You are afraid that if you are pregnant he will be
upset and not be able to concentrate totally on his job. Everything just
seens to be overwhel ming, and you don’t know where to turn

You decide to call the Key Volunteer and talk to her about your

situation and what is happening. You know you need hel p, but don't know
what kind or where to find it.
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PUTTI NG ALL THE SKI LLS TOGETHER EXERCI SES

DI RECTI ONS: NOW YOQU HAVE LEARNED THE SKILLS AND RESCURCES NEEDED TO BE AN
EFFECTI VE KEY VOLUNTEER.  PRACTI CE RESPONDI NG TO THE NEEDS OF A CALLER AS
VWELL AS RECORDI NG THE CONTACT ON YOUR LOG  WORK I N PAIRS AND TAKE TURNS
BEI NG THE KEY VOLUNTEER AND THE CALLER W TH THESE SAMPLE SI TUATI ONS.

* You are Sergeant David MLean, and you are honme fromwork early
because your wife went to the nedical facility with abdom na
pai ns and is having an appendectony. You have three children at
hone, two of pre-school age, and you have to be at work
tonorrow and you need hel p.

* You are Major Florence Jones, the newy appointed Fanily

Readi ness O ficer for the Division. You have heard that the
person you are calling has done outstanding work as a Key

Vol unteer and you would like to neet with her sonetinme soon to
tal k about the effectiveness of the Key Vol unteer Network and what
can be done to inprove it.

* You are Sergeant Kate Johnson and your husband, a civilian, has
just wal ked out on you and the two children, ages five and eight.
You are very upset and angry and can't deal with the children's
qguestions right now. You don't know what to do about tonorrow, or
t he next day either.
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KEY VOLUNTEER TRAI NI NG COURSE EVALUATI ON

Dates of sessions attended:

Location:

This evaluation provides the Key Volunteer Network with feedback on
the training and quality of presentations. Rate each item as thoroughly
and carefully as possible.

Please circle the appropriate number on the 5-point scale to the right of
each statement, indicating how strongly you agree or disagree with that
statement.

The degree to which you agree:

1. This course was well organized 1 2 3 4 5
2. The material was understandable 1 2 3 4 5
3. The course clarified what I need to

do to be successful as a volunteer 1 2 3 4 5
4. The course added to my knowledge,

ability, and skills 1 2 3 4 5
5. The presenters were well prepared 1 2 3 4 5
6. I was encouraged to participate 1 2 3 4 5
7. My questions and concerns were

addressed and satisfied 1 2 3 4 5
8. This was a very worthwhile course 1 2 3 4 5

Comments: Please comment on the following so we can evaluate and improve
the course.
9. Aspects of the training which were well done:

10. Aspects of the training in need of improvement:

11. Any other comments:

Please feel free to use the back of this paper.
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SPECI AL NOTI CE TO PROGRAM ORGANI ZER

In this section of the "Participant’s Guide" you nmay add anythi ng that
woul d be hel pful to the Key Volunteer in the performance of this vol unteer
position. Sone suggestions for appropriate additions are:

EVMERGENCY TELEPHONE NUMBERS

COVMUNI TY RESCURCE PERSONNEL NUMBERS

ALL NUMBERS CONNECTED TO THE KEY VOLUNTEER NETWORK
EXAMPLES OF LOCAL Key Notes

STATE OR LOCAL LAWS WHI CH M GHT APPLY

Cl VI LI AN MENTAL HEALTH RESOURCES

TIPS ON RELI EVI NG STRESS

RECOMVENDED ADDI T1 ONAL READI NGS

COURSES ON COVMUNI CATI ON OFFERED LOCALLY

And of course, there are nany other sources of information that m ght

be hel pful. Anything that is unique or different about your particul ar
situation or area needs to be addressed and this is the place to do it!
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APPENDI X A

ESTABLI SHI NG A
KEY VOLUNTEER
TRAI NI NG PROGRAM
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SAMPLE LETTER UNI TED STATES MARI NE CORPS
YOUR MARI NE CORPS BASE
OUR TOWN, USA XXXXX

1700
meno xx/ XX
(date)
MVEMORANDUM
From Key Vol unteer Training Coordinator
To: Key Vol unteer Coordinators/Fam |y Readiness Oficers
Subj :  KEY VOLUNTEER TRAI NI NG SCHEDULE
1. The Family Service Center will provide Key Volunteer training on a
rotating schedule. Five training classes will conprise the Key
Vol unt eer Basi c Trai ni ng.
2. Classes will begin at on for the day tine
cl asses, and at on for evening cl asses.
3. Key Vol unteers nust attend all five classes of scheduled training to
receive a certificate of conpletion. (Unl ess you have al ready conpl et ed
training prior to 1 Jan 95).
4. Every effort is being made to offer these classes at a conveni ent

time. Day time training will be offered one week per nonth, Mnday
t hrough Friday, from 0900 - 1200. Evening classes will be offered on
Thursday’s from 1800 - 2100 each week for five consecutive weeks.

5. Regi stration is required for all training classes. Key Vol unteer
Coordi nators, Key Volunteers, Fanmily Readiness Oficers and Key
Vol unteer Advisors are invited to attend training. To register, cal

or e-mail registrations to at
6. If you require further information, please contact at
(Optional)
7. Child care will be provided. Call for child care

i nf ormati on.

K. V. Trainer



(sanpl e)

REG STRATI ON FOR KEY VOLUNTEER NETWORK

TRAI NI NG COURSE

NAME :

HOME ADDRESS:

SPOUSE'S UNIT':

TELEPHONE NUMBER: DAYTIME EVENING

STARTING DATE OF TRAINING COURSE:

TIME OF COURSE:

LOCATION OF REQUESTED COURSE:

ANY PREVIOUS KEY VOLUNTEER TRAINING? vyes no If "yes", where and
when?

ANY PREVIQUS KEY VOLUNTEER EXPERIENCE? yes no If "yes", where,
what role did you fill, and for how long?

THANK YOU FOR YOUR WILLINGNESS TO PARTICIPATE. AS THERE IS LIMITED
AVAIIABILITY FOR THIS SESSION, PLEASE MAKE EVERY EFFORT TO ATTEND.

NOTE: Try to contact each member registered for this course at least
two days before the beginning session. Either a telephone call or a
letter should be sent relating necessary information and stressing
importance of promptness and attendance.



CHECKLI ST:

PLANNI NG A KEY VOLUNTEER TRAI NI NG SESS| ON

The local Fanmily Service Center has prinmary responsibility in al
aspects of the Key Volunteer Training. Family Service Center personnel
such as the Key Vol unteer Training Coordi nator, should be available to
plan and inplenent all training. 1In renote |ocations where an Fanmily
Service Center is not readily accessible, a Key Volunteer Coordinator
shoul d contact the closest Fam |y Service Center for guidance and
support.

A, INITI AL PLANNI NG

The Key Vol unteer Training Coordinator should do the foll ow ng:
Plan for training, including due dates for each step
Sel ect training dates.

Clear dates with appropriate offices and child care
facilities.

Sel ect and check facility for space requirements, usability.

Secure facility; wite necessary letters.

B. PREPARE TRAI NI NG

Det er mi ne human resources requirements such as main training
session facilitator, |lead trainerl session trainers,

assistant trainers, etc. (Each | ocal Key Vol unteer Network’s
particul ar needs and avail abl e resources may be different).

Decide if audio/visual usage will be included in any
sessions, if so, nake certain video(s) needed are avail able
or will be available.



ESTABLI SH CONTACT W TH KEY PERSONNEL
Sel ect and secure instructors.
Meet with instructor. Review objectives and nethods.

Discuss with instructor the training approach and materials
required.

Appoint and brief a registrar for the course.

Appoi nt publicity person. Decide on nethods, naterials for
publicizing training. Start publicity.

Solicit sign-up of participants for training through al

coni nandsl advertising in base paper, bulletin boards
(exchange, conmissary, hospital, etc.), chapel board, unit
flyers.

Make arrangements for child care

Arrange for opening and cl osi ng speakers.

Bri ef command representatives and other concerned authorities
on progress and get support on difficult arrangement.

PREPARE MATERI ALS

Prepare registration forns.

Order or request official certificates. Print them if
necessary. Arrange for special material s needed.

Send out registration materials, if applicable.
Request trainer/comunity resource personnel to provide
support materials, if any, particularly any necessary

pr e-wor k.

Prepare "Participant’s Cuide" for each nenber registered



FI NAL

PREPARATI ON
Make sure all participants have been confirned.

Make final check of schedule. Print and send to
instructors /participants.

Review final plans with instructor(s), if other than Key
Vol unt eer Trai ni ng Coordi nator.

Check facilities for neeting of trainer’'s needs. Arrange for
speci al technical support (audio-visual equipnment, flip
charts, etc.).

Mental Iy wal k through the training schedule to see if there
i s anything that has been m ssed.

GRADUATI ON CEREMONY

Arrange for closing cerenonies.
Arrange for lunches and refreshnmentsl if appropriate.
See that certificates are signed, evaluations ready.

Confirm arrangenents with guest speakers about tine,
pl ace, etc.

Make any | ast adjustnments to facilities, space assignnents.

Seni or Family Readi ness O ficer should introduce the
General .

Make a list of graduates with unit identification to be read
at graduati on.



SAMPLE

KEY VOLUNTEER TRAI NI NG CERTI FI CATI ON RECORD

TO BE RETAI NED BY VOLUNTEER

KEY VOLUNTEER NAME:

BASIC TRAINING
SESSION #/TITLE LOCATION PRESENTER DATE

DATE TRAINING COMPLETED:

LOCATION OF COMPLETION:

TRAINING COORDINATOR'S SIGNATURE:




KEY VOLUNTEER TRAINING
CERTIFICATION RECORD

|[KEY VOLUNTEER NAME:

JCOMMAND:

BASIC TRAINING

{iDate training completed:

Location of training:

IName of lead instructor:

Instructor signature:

ADVANCED TRAINING

COURSE

LOCATION

INSTRUCTOR SIGNATURE

DATE

A-10



SAMPLE

TRAI NER' S EVALUATI ON

SESSION: DATE:

PRESENTER :

STYLE OF PRESENTATION: (VIDEO, LECTURE, GROUP DISCUSSION, ETC)

WHAT WAS EFFECTIVE IN THIS SESSION:

WHAT DID NOT SEEM AS EFFECTIVE:

HOW DID GROUP RESPOND TO PRESENTATION:

WHAT IMPROVEMENTS, IF ANY, WOULD YOU RECOMMEND :

(TH' 'S EVALUATI ON COULD BE COVPLETED BY SESSI ON TRAI NER OR BY TRAI NI NG
COORDI NATCR. )

A-11



SAMPLE

KEY VOLUNTEER TRAI NI NG COURSE EVALUATI ON

Dates of sessions attended:
Location:

This evaluation provides the Key Volunteer Network with feedback
on the training and quality of presentations. Rate each item as
thoroughly and carefully as possible. Please circle the appropriate
number on the 5-point scale to the right of each statement, indicating
how strongly you agree or disagree with that statement.

The degree to which you agree:

1. This course was well organized 1 2 3 4 5
2. The material was understandable 1 2 3 4 5
3. The course clarified what I need to

do to be successful as a volunteer 1 2 3 4 5

4. The course added to my knowledge,

ability, and skills 1 2 3 4 5
5. The presenters were well prepared 1 2 3 4 5
6. I was encouraged to participate 1 2 3 4 5
7. My questions and concerns were

addressed and satisfied 1 2 3 4 5
8. This was a very worthwhile course 1 2 3 4 5

Comments: Please comment on the following so we can evaluate and
improve the course.

9. Aspects of the training which were well done:

10. Aspects of the training in need of improvement:

11. Any other comments:

Please feel free to use the back of this sheet for additional comments.
A-12



APPENDI X B

TRAI NI NG MATERI ALS



SAMPLE
WELCOVE TO KEY VOLUNTEER TRAI NI NG
eep you i nformed

nj oy hel pi ng
ou’ re never al one

<mX

itally concerned

nly a call away

i stens

nder st ands

ver out of reach

akes tine for you
mergency i nfornmation
ver confidential
espects your feelings
ense of fanmly

nwnaoxmm-HdzCcr o<

W | ook forward to sharing with you throughout this training course
all the information and resources available to us in order to help
prepare you for one of the nost fulfilling and perhaps chall engi ng
adventures you have ever undertaken

Be sure to conplete your Certification Records Form as you progress
through this training, and we woul d appreci ate your conmenting on the
Trai ni ng Eval uati on once you have conpleted all the training sessions.

Al so, do not hesitate to keep us informed if you have any questions
or comments.



SAMPLE

KEY VOLUNTEER TRAI NI NG CERTI FI CATI ON RECORD

TO BE RETAI NED BY VOLUNTEER

KEY VOLUNTEER NAME :

BASIC TRAINING
SESSION #/TITLE LOCATION PRESENTER DATE

DATE TRAINING COMPLETED:
LOCATION OF COMPLETION:

TRAINING COORDINATOR'S SIGNATURE:
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SCRIPT for H STORY OF THE KEY VOLUNTEER NETWORK

(To be read by facilitator while transparency is shown to participants)

The spouses of Marine Corps nenbers have hel ped each other since the
second Marine got married. For years, this was an informal activity
with no Marine Corps-wi de organi zati onal sponsorship. Wves hel ped each
other, particularly in tinmes of deploynent and forned cl ose rel ation-
ships that often | asted throughout their Marinels mlitary career

The Marine Corps of today faces new chal |l enges regarding fanmly
i ssues. Since 1985 the nunber of famly nenbers has exceeded the nunber
of active duty Marines. The percentage of married Marines has increased
dramatically since 1970, and a nore organi zed and fornmal effort was
needed to provide families with informati on and assi stance. One direct
result of the awareness of fam |y inpact on readi ness and retention was
the establishment of Family Service Centers (FSC) at all major bases and
stations. Another inportant devel opment was the formati on of the Key
Vol unt eer Network and the Fami |y Readi ness Support Program

The forerunner of the Key Vol unteer Network was the Key Wves
Program whi ch originated in the 2d MAW at MCAS Cherry Point. The idea
spread to other Marine Corps installations, and Key Wves or simlar
groups evolved to neet the needs of other commands, including reserve
units. The Key Wves Network was formally established throughout the
Marine Corps by Marine Corps Order 1754.2 in Septenber 1991. The nane
of the Network was changed by ALMAR 202/93 in July 1993. |In February
1994, Marine Corps Order 1754.2A was issued and provi ded updated policy
and gui dance on the Network.

In 1991, the Human Resources Division, Headquarters Marine Corps,
fornmed a steering comrmittee of Marine Corps spouses in the Washi ngton
DC area experienced in Key Wves Network. A working group was assenbl ed
in July 1992 at the Xerox Training Center in Leesburg, Virginia and was
attended by Marine Corps volunteers experienced in earlier Key Wves
Program efforts. Representatives fromactive and reserve forces and
al nrost every major Marine Corps installation participated in this
I andmar k event.

As a result of intense efforts, the participants produced
prelimnary outlines for guides to be devel oped in support of the Key
Vol unt eer Network. The resulting docunents include:

1. The Key Vol unteer’s Quide

2. The Key Vol unteer Coordinator’s Cuide

3. The Conmmandi ng O ficer’s Quide

4. The Key Vol unteer Network Training CGuide

These Cuides outline the operation of the Key Vol unteer Network and

set standards for training and performance of Key Vol unteers throughout
t he Mari ne Corps.

*U. S. GOVERNMENT PRI NTI NG OFFI CE1995 - 386- 754/ 20003



